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Background   

 During the process of creating a report that listed Priority One Shops 

that had not yet completed their Periodic Survey, several issues were 

found in various Program Offices. 

 

 

 Upon investigation, it was determined that the issues could be traced 

back to three common problems. 
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Common Problems Encountered When Verifying OMB 

Metric Data in DOEHRS-IH  

1. Incorrect use of Master Schedule 

– Input of projected start date, actual start and end dates all at one 

time does not create re-occuring tasks.  

2. Duplicates in the Master Schedule 

– Multiple Periodic Surveys created without comments and end dates.  

3. IHPO not using the Master Schedule 

– No Periodic Surveys created in DOEHRS-IH.  

– One time surveys being created instead of recurring Periodic 

Surveys. 
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Recommendations to fix. 

 Use guidelines in this Master Schedule PowerPoint presentation - 

Contact Alvena Largo, DOEHRS-IH Trainer/Support with questions. 

 Clean up IHPO Master Schedule by: 

 Stop dating periodic surveys that are out of date or duplicates. 

 Edit incorrect periodic surveys Master Schedule tasks to reflect 

current data. 

 Enter/Edit the correct periodicity for Periodic Surveys or other 

periodic/re-occuring Master Schedule tasks. 

 Ensure Master Schedule tasks are close dated once completed. 

 Deleting incorrect Master Schedule tasks. 
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Training Agenda 

 Understanding how to Assign Shop Priority 

 Viewing Current Master Schedule Tasks 

 Completing Existing Priority 1 shop Periodic Surveys in the 

Master Schedule. 

 Creating Priority 1 shop Periodic Surveys in the Master 

Schedule. 

 Removing duplicated tasks from the Master Schedule. 

 Viewing all Master Schedule tasks – Past and Current.  

 Deleting Master Schedule tasks.  
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Survey Completion Metrics 

OPNAVINST 5100.23 Series DoD Office of Management and Budget 

Category 1, High Hazard Activities 

Periodic IH surveys will be due annually 

DOEHRS-IH - Priority 1 Shops 

Periodic IH survey will be due annually.  However, 

the metric is based on a 15 month window. 

Category II Activities, Moderate Hazard 

Periodic IH surveys will be due on a two year cycle 

Priority 2 Shops not counted but still needs to be 

conducted on a two year cycle 

Category III Activities, Low Hazard 

Periodic IH surveys will be due on a four year cycle 

Priority 3 Shops not counted but still needs to be 

conducted on a four year cycle 

For Priority 1 Shops, the next periodic IH survey will be due annually following the 

previously entered “Close date” (automatically). Recommend “updating”  Priority 1 

shops in conjunction with the periodic IH survey. 

 

In DOEHRS-IH, Priority 2 and 3 shops can exist within a Category 1 command. 

 

Note that the BUMED metrics just counts the number of Priority 1, 2 and 3 Shops 

entered into DOEHRS-IH. 
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Viewing Periodic Surveys for Priority 1 shops in Master 

Schedule 
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Task Type: Select “Periodic Survey” 
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Complete Existing Priority 1 shop Periodic Surveys in     

    the Master Schedule. 
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Projected Start Date: 2 months before due date.   

i.e. Survey Due Date: March 2014 – Projected Due Date: January 2014 

Enter Actual Start Date: Will not allow Actual Start Date to be empty when Close Date is Provided. 

Enter Close Date: Date on signature page of Industrial Hygiene Periodic Survey  
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Set task frequency for Yearly to auto-generate Master Schedule task for the next year.  
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Master Schedule task auto-generates for the next year only when task frequency is set to yearly. 
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Creating New Priority 1 shop Periodic Survey tasks in 

the Master Schedule. 

 When creating a new Priority 1 Periodic Survey task, enter only the 

Projected Start Date. Additionally, ensure task frequency is set to 

Yearly. 

 Once the Periodic Survey is started enter the Actual Start Date, and 

Close Date when the Periodic Survey is completed. 

 This will create a re-occuring task in your Master Schedule.  

 Entering in Projected Start Date, AND Actual Start Date AND Close 

Date, at the same time when creating a new Master Schedule task, will 

not create a re-occuring task, regardless if the task frequency is set 

properly. 
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Creating New Priority 1 shop Periodic Survey tasks in the  

    Master Schedule. 

Click : Add Master Schedule Task 
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Click on Magnifying glass to search for Priority 1 Shop.  
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*pop up windows 
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Task Frequency should be “Yearly” for Priority 1 Shops 
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Projected Start Date: 2 months before due date.  ( May 2013 ) 

i.e. Survey Due Date: July 2013 – Projected Due Date: July 2013 

Entering in Projected Start Date, AND Actual Start Date AND Close Date, at the same 

time when creating a new Master Schedule task, will not create a re-occuring task. 
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When Periodic Survey is completed, Re-enter Master Schedule task created 
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Enter Close Date: Date on signature page of Industrial Hygiene Periodic Survey.  

Enter Actual Start Date: Will not allow Actual Start Date to be empty when Close Date is Provided.  
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After entering Actual Start Date and Close Date, click Save 

At this point a re-occuring task will be created. Please remember, if Projected Start Date, AND Actual Start Date AND Close Date are 

entered all at once during the initial Master Schedule task creation step, a re-occuring task will NOT be created. 
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Master schedule task for next year is auto-populated.  
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Creating Priority 2 and 3 shop Periodic Survey Master 

Schedule Tasks. 

 Steps above demonstrating how to Create New Priority 1 shop Periodic 

Survey tasks in the Master Schedule can be followed for Priority 2 and 

3 shops as well.  

 Keep in mind to change the Task Frequency accordingly to the 

Prioritization of the shop.  
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Removing Duplicated Tasks from the Master Schedule 

Select one of the Periodic Surveys to end date.  
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      Closing Duplicate Master Schedule Tasks 

1. Enter in today’s date in both Actual Start Date and Close Date fields 

2. Change Task Frequency from Yearly to One Time 

3. Provide reason for closing master schedule task. 

4. Save – Entry will be removed from Master schedule list and placed in archive records.  
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Viewing all Master Schedule tasks – Past and Current.  
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At least one search criteria is required and check the "Include 

Archived Records" box.  
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All closed Master Schedule Tasks that have been closed dated will appear in  

    archive records.  
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Deleting Master Schedule Tasks 

 Deletion of IH Master Schedule Entry is allowed with the following rules: 

– No samples or surveys attached 

– Samples attached, but all samples are marked as invalid and none 

are used in an assessment or TWA 

 Service Level Administrators (SLAs) may delete master schedule entries 

created by any user within a program office owned by their service   

 User Security Administrators (USAs) may delete master schedule entries 

created by any user within a program office they administer 

 The user who created a master schedule entry may delete it 

 

 
(Deleting Master Schedule Tasks Courtesy of DOEHRS On-Line Refresher Training 25 July 2013 – Slides 30-36) 
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Deleting Master Schedule Tasks 

 Existing tasks that did not capture the creating user can only be deleted 

by a USA or SLA 

 Deleted tasks will not appear in user interface, but will remain in 

database, marked as deleted 
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Deleting Master Schedule Tasks 

 This functionality allows users to delete Master Schedule Tasks 

– Enter criteria and click the Search button  
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Deleting Master Schedule Tasks 
 Based on the search parameters, a list of items in the Master Schedule will 

appear  

 If a user created the task by mistake, the record can be deleted by selecting the 

record and clicking the Delete button 

 Periodic Surveys currently existing in the Master Schedule cannot be deleted.  
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Deleting Master Schedule Tasks 

 Select the Master Schedule Tasks by checking the box and click the 

‘Delete’ button 

 A pop-up will verify that you want to delete the Master Schedule Task(s) 
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Deleting Master Schedule Tasks 
 If the tasks do not meet the rules for deletion, DOEHRS will display the reasons at the 

top of the page. 

 If you are not an SLA, USA or the Creating User (listed on the task), the Master 

Schedule Task will not delete  
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If the tasks do not meet the rules for deletion, DOEHRS 

will display the reasons at the top of the page 
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Deleting Master Schedule Tasks 

 If the task does meet the deletion rules it will be deleted from the Master 

Schedule 
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Submiting MCR Trouble Ticket to Delete Incorrect  

    Master Schedule Tasks  

 Submit MCR Trouble Ticket to Delete Master Schedule tasks if the 

tasks do not meet the rules for deletion.   

 Include screenshot (simultaneously hit Ctrl + Print Screen) of Master 

Schedule Tasks to delete. 

 Paste screenshot into a Microsoft Word document.  

 Clarify Master Schedule Task to delete by Task ID number to avoid 

confusion.  

 Attach to email to helpdesk.  
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Submitting MCR Trouble Ticket to Delete Incorrect  

    Master Schedule Tasks  

 Email Helpdesk: servicecenter@dha.mil  

 Use Ctrl & Print Screen buttons for screenshot. 

 Paste into a Microsoft Word document.  

 Attach the Microsoft Word .doc containing screenshot 

of Master Schedule Tasks to delete into email.  

 Explain problem(s) in email.  
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Contact Information  

 

 Alvena Largo 

 DOEHRS-IH Trainer/Support 

 757-953-0627 

 DSN 377-0627 

 Alvena.Largo.ctr@med.navy.mil 
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